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KHBE Application Assister Welcome Packet

This Welcome Packet is designed to onboard and introduce new
Application Assisters and Certified Application Counselors (CACs) to

t he Kentucky Health Benef icationE xAssistar Prgggains Ap p |
This document provides an overview of the onboarding process and
detailed onboarding steps. Additional Application Assister training

materia | s can be found on KHBEBHEEESvgwebsite at
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Welcome Letter

Getting Started with the Kentucky Health Benefit Exchange

KB

Kentucky Health Benefit Exchange

Welcome to the Kentucky Health Benefit Exchange (KHBE) Application

Assister Program! KHBE oversees and manages the program, the
certification process, education and outreach, and program information.
As an Application Assister, you will work with individuals to comp lete

applications and facilitate their enrollment in health coverage, by helping

them navigate through either the Federally Facilitated Marketplace (FFM) or

bydeterm i ning their eligibility for Medicaid o
Insurance Program ( KCHIP) through the Benefind Self Service Portal (SSP)

KHBE is obligated under federal requirements to track both federal and state

training completions for all Appl ication Assisters and  Organization
Administrator . KHBE coordinates and monitors these trai ning requirements.
This packet outlines the curriculum for the required trainings that you will

need to complete before you become certified as an Application Assister /
Organization Administrator . Please read the instructions carefully as you

navigate thr ough the certification process and follow the steps in the order
they are listed. Do not skip any steps.

If you have been designated the Organization Administrator  , you will have
additional trainings that will be required. Not only will you be trained on the
roles and responsibilities of an Application Assister, but you will assume the
responsibility of managing your organization and its users in the Kentucky

Online Gateway (K 0OG). KOG is the platform from which Application Assisters
access Benefind SSP and Assister training. The information in this packet will

help you differentiate your role as an Organization Administrator from the
role of an Application Assister.

Thank you for a ssuming the role of an Application Assister/ Organization
Administrator . It is the dedicated efforts of the Assisters like you, which

allow Kentucky to lower its uninsured rate and provide access to quality

health coverage for all Kentuckians.

KHBE Team
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Application Assister
KHBE has put togethe

Onboarding

ra glossar yofte rms for Application Assisters to

Welcome Packet

Glo ssary of Terms

review

to help them th rough the on boarding process

Application Assister
Term
Assister / Assister Training Role

Benefind Self Service Portal

FFM
HealthCare.gov

KCHIP

Kentucky Online Gateway

Medicaid

My Purpose

5/ 1/2020

Onboarding  Glo ssary

Definition

Roles assigned to Application
Assisters in the Kentucky Online
Gateway that grants them access to
training and Medicaid enrollment

A Kentucky Commonwealth website
used by Application Assisters to
enroll individuals to Medicaid.
Federally Facilitated Market  place
A health insurance marketplace
operated by the federal government
to help individuals shop for and
enroll in affordable, private health
insurance through the federal
marketplace.

A program that provides health
insurance for children. The program
was enacted to provide health
coverage to children facing barriers
such as prohibitive cost and lack of
access to coverage.

A website: KOG.CHFS.ky.gov, that
Application Assisters visit to access
the Self Service Portal.

A federal and state program that
provid es health coverage to low -
income adults, pregnant women,
children, and individuals with
disabilities.

The Commonweal th of
Learning Management System
where Application Assisters
complete training. My Purpose is
access through the Self Service
Portal.
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Application Assister Onboardi ng Overview

New Application Assister Onboarding Process Flow

New Application Assisters , Certified Application Counselors (CACs) , and
Organization Administrator s should follow the high  -level process flow below
when onboarding and completing trainings on K HBEG6s Learning Mana
System . The below process flow is divided by responsibility. See the
following sections for detailed steps for each stage of the process flow.
Start: A new
Application
Assister / CAC
requires
onboarding
Application Assisters Org. Administrators KHBE should...

Should... should...

1. Create a Kentucky
Online
Gateway(KOG)
Account

2. Invite Application

Assister to only the

Assister Training role
in KOG

3. Complete the FFM
training through
CMS’s website and
state trainings
through KHBE’s LMS

4. Invite the
Application Assister /
CAC to the Assister
role in KOG

~

Finish: The
Application

Assister / CAC has
now completed
onboarding

- — —
Once an Application Assister
have accessto K H B E bearning Management System and

| CAC has completed onboarding, they should
the Benefind SSP I
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Creating a Kentucky Online Gateway (KOG) Account

To access important Applicat  ion Assister programs such as Benefind SSP and
KHBEGs Learni ng Manag@ws mpplicatprsAtssestars must

create a Kentucky Online Gateway (KOG) Account. Follow the steps below to
create a KOG Account.

Please note :To create a KOG acc ount, Application Assisters must use a
valid work email that has not been used for a Citizen KOG Account I

1. Create a Kentucky
Online

Gateway(KOG)
Account

Steps to Create a KOG Account

1. Naviga te to the KOG home page using Google Chrome
M https://KOG.chfs.ky.gov/home

2. Select AaCiti zen or Business Partnero

3. Select ACr eat e Ac toatedat tbe bottom of the screen

Help | @ English ~

Welcome to the Kentucky Online Gateway

f Please complete your Kentucky Online Gateway Profile

¢ your pastwond OR cick on the Cancel Sutton below o log #10 your accaunt
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4. Enter a name into the fiFirst Na me o field
5. Enter a name into the fiLast Name 0 field
6. Enteraresponseinto fUsername 0 field
1 The Username chosen is the name that will be shown in the
CHFS Public SharePoint Site & history once a record is created,
edited , or submitted.
1 Username example: First Name.LastName 9 William.Smith
1 Username example: FirstNameMiddlelnitial.Last Name o)
WilliamJ.Smith
7. Enter the User6s mobi |l e [pNobileBhonnember

Number 0 field
8. Enter a password into the fiPassword 0 field

1 Password must be at least 8 characters in le ngth and contain at
least one number, one lowercase letter, and one uppercase letter

9. Enter the previously selected password in the nVerify Password 0
field to verify the password

10. Enter a valid work email address into the AEmail Address 0 field

11. Enterthe prev iously selected email address in the AVerify E -mall
Address 0 field to verify the emai | address

12. Enter a street address into the AStreet Address 1 o field

13. Enter a street address into the AStreet Address 2 o field

14. Enter a city for the street address provided in the ACity o field

15. Enter a zip code for the street address provided in the fiZip Code 0O
field

16. Selecta preferred language from the fiLanguage Preference 0 drop -
down box

17. Select a question from the ASecurity Question 0 drop -down box
18. Below the previously selected s ecurity question, enter the response

for the security question in the AAnswer 0 field

19. Select a question from the second fSecurity Question 0 drop -down
box

20. Below the previously selected security question, enter the response
for the security question in the AAnswer 0O field

21. Select ASi gn Upo
22. A confirmation notification will display, and an email notification will
be sent to the email provided within the profile screen by the User

Please complete your Kentucky Online Gateway Profile

©  Your account has Deen requested and is Pending Smail verification. Please check your email and click on the link provided 1o verify your account. If you 4o Hot e The Verification email in your inbox, please check your spar
oF junk &
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23. Once the automated activation email has been received, select the
fact i vat k oimthelemail

1 The activation link  must be selected within 24 hours to
complete the verification process or the account request will be
deleted, and the registration pro cess must be completed again

Tue Jan 29 2019 10:20:19 GMT-0500 (Eastem Standard Time)

Account Verification @
textrhiml

KOG_DoNotReply [ KOG_DoNoiReply @y gov

Toseph Kella (Toseph Kellal),

This email is to help vou complete the last step of account set-up. Your new Citizen account Username is:
Joseph.Kellal

Click on the below link now, to activate your account.

iaslaz cLE L L et FE TR TN el eSOV O )

After you have entered your security answers, you may Click here to sign in.

Kentucky Self-Service Gateway

NOTE: Do not reply to this email. This email account is only used fo send messages

Privacy Notice: This email message is only for the person if was addressed to. It may contain restricted and private information. You are forbidden to use, tell, show, or send this information without permission. If you are not the person who was
supposed to get this message, please destroy all copies.

24. Select ACont i nue t olochtedgndhe bottom righ t corner of
the screen

25. If an Application Assister provided a mobile number, the Application
Assister will be prompted to register that mobile number. An
Application Assis ter may skip mobile registration at this time by

using the button in the bottom right corner of the screen. However,
to register a mobile number follow the steps below.
1 To register the mobile number, the User will select ASend

P a s s ¢ o ahextdo the prepopulated phone number

1 The User will receive a text message on the mobile device
containi ng an 8 -digit code

1 Enter the code received in the Enter Passcode field

f Select AiVal i date & Veri fyo

I The User will receive a notification that the mobile device has
been successfully validated and the account has been created
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T Select AiConti nue naointhe bottom right corner of the
screen
1 The User will be navigated to the KOG Home Page
26. Sel eCittiizen or Business Partnero

Y

27. Select A Si gn 1 no

Welcome to the Kentucky Online Gateway

Create Account

28. Enter the credentials and select ALog I no

KOG Registration is Now Complete!

I For more KOG information and troubleshooting please refer to the KOG
| Quick Reference Guide on the KHBE Website: KHBE.ky.gov I
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Inviting Appl ication Assisters to the Assister  Training Role

Inviting Application Assisters and CACs to the Assister Training Role must be

completed by an  Organization Administrator . Organization Administrator s

complete the invitation through the Organization Manageme nt tile from the

KOG dashboard. Once an Application Assister / CAC has been invited to the
Assister Training role, they will be abl e t

Management System.  Organization Administrator s should follow the steps
below to invite an Applica  tion Assister to the LMS Training Role.

2. Invite Application
Assister to only the

Assister Training role
in KOG

Steps for Organization Administrator sto send the Assister
Training Role Invitation
1. Navigate to the KOG home page using Google Chrome

M https://KOG.chfs.ky.gov/home
2. SelectiCitizen or Business Partnero
3. Select fiSignIn 0 located at the bottom of the screen

Welcome to the Kentucky Online Gateway

4. Sign into your KOG account using your user name and password
5. Click A L aun comthe Organization Management Tile from the KOG
Dashboard

Organization Management

The Organization Management Application
enables external business partner organizations
to onboard and administer access to users
within their organizations from a centralized

management tool.

Launch |

6. Click i Ma n a g eegttoth e organization you need to manage
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Kentucky

Wakome Justin Mullins | My Account | Sign Out | Help

Online Gateway

Org Name M
Organization Name Organization Type Name
Accent Therapeutic Services OKHBE Azsisters

7. Selectthe Al nvi t e Uabandssearch for the Application
Assi ster 6 s nhalhsee ri nt ot hissasch fielé o

Click i A d dnext to Assister Training and Cornerstone OnDemand
Cick ASend Pending Ilomvitations

© ®

Kentucky

Wiekoms Justin Mulllns | My Account | SignOut | Help
Online Gateway

QOrganizations > Community Action Kentucky > Organization Invites

Details | Email Dnmn.4 Invite Users !Pennim L i | Manage Users | Recertification

Please fill out the form below to invite a New User
* First Name:

or

* Last Name:
* Email Address:

2. Select Roles To Invite

Organization Admin Group(s)

| [u] [OKHBE Assister Organization Group |
Organization Roles

Self Service Portal

OnDemand [Add ]
CHFS External SharePoint Sites

Send Pending Invitations

Assister
Assister Training C
CHFS SP External Visitors

3. Selected Roles

Assister Training

MyPurpose Learning Management

system for Application Assisters

Launch

— —_— — — — —
The Application Assister should now have the Assister Training Tile on the
: KOG home screen I
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Complete the FFM Training and KHBE Trainings

Once the Application Assister has the Assister Training Tile, they should

complete the Federally Facilitated Marketplace (FFM) training and KHBEOGS
trainings. The FFM training is found on the Centers for Med icare & Medicaid
Services website and covers the Federal He alth Insurance Marketplace, plan
eligibility, and the Application Assister

trainings are provided through K H B E bBearning Management System.
KHBEOGs t r ai nthenAgmicatmroAssaster role and responsibilities
specifi ¢ to the Commonwealth of Kentucky. Application Assisters should
follow the steps below to complete the FFM Training and the KHBE Trainings.

3. Complete the FFM
training through

CMS'’s website and
state trainings
through KHBE's LMS

Steps to Complete the FFM Training
1. Navigateto C MS GApplication Assister Training website
1 https://marketplace.cms.gov/technical -assistance -
resources/training - materials/training.htmi
1 NOTE: Ifyourag ency contracts with KHBE select AStat e
Funded Assi st er o m@atthd statofehe FARA@iNing
Complete the FFM Training
Pass the FFM Training Assessment with a score of 80% or higher
Send the FFM Certificate of Completion to KHBE
1 Email in PDF format to KHBE at KHBE.Program@ky.gov
91 Title PD F FFM Certificate with the f ollowing naming convention
fiFirst Name Last Nam e, Year (YYYY), FFM Complet ion Certificate 0
o Example : AJohn Smi th 2020 FFM Completion Cer tificatio no
1 Mail: KHBE
275 E. Main Street, 4W -E
Frankfort, KY, 40621

W

Steps to Complete KHBEGs Trainings
1. Navigate to the KOG Homepage

9 https://kog.chfs.ky.gov/home
2. Loginto KOG using your Application Assister KOG creden tials
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Help | @ English +

i with Email Address or Usemame

s logging in with KHRIS 1D

3. Navigate to the Assister Training Tile from the KOG dashboard
4. Click i L a u n cflora the Assister Training Tile

Organization

Management

The Organization Management Application
enables external butiness partner My0urpore Lewr et public assistanc
MEDICAID, CHILD CAR

through an online application and account.

arganizations to onboard and administer
access 1o users within theie organizations from

3 centraized management tool

La“"‘h

Assister Training

MyPurpose Learning Management
system for Application Assisters

Launch

5. Navigate to the My Purpose homepage
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77wPURPOSE

Be the BEST Version of Yourself!

ol L SN
<ol e J N

J08s LEARNING PERFQRMANCE MyPROFILE MEOMMUNITY

— — — —— — —

Please Note :1t may take 24 hours for KHBEGO®S
Purpose after fi Cl i ¢ k laumcho I

6. Type AKHBE 0 inthe search bar atthe top right ofthe My  Purpose
screen
'”gPURPOSE

GROWIT+

PEOPLE PURPOSE

TEAMKENTUCKY

7. Look for the following trainings inth e Glo bal search results .
Complete the trainings in the following order.

AKHBE FFM Validation

AKHBE New Application Assister Training V2

AKHBE Benefind SSP Policy and System Training

AKHBE Privacy and Security Training

AKHBE KI -HIPP Policy Training

CCCEX
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77PURPOSE

Global Search

Epe

KHBE Privacy and Security Training

KHBE Assister FFM Validat

-
O

KHBE Benefind SSP Polic

= KHBE New Application Assister Training V2
ot

§ KHBE New Application Assister Training V

8. Click t he hyperlinked title for each trai ning to e nter each training &
fiTraining 0 Details screen

7sPURPOSE >

Global Search

S
=] =

@pw

KHBE Benefind 55P Policy and System Training I

WINIKIRIL]

KHBE New Application Assister Training
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9.

KHBE Application Assister

Click ARe quest 0 for each training

to register for

Welcome Packet

each training

"7PURPOSE

Home  NesdAssistance?  Profils  Comnect saming  Performance  Open Opporunities

-]

Training Details

KHBE Application Assister KI-HIPP Policy Training

10.

11.

5/ 1/2020

Navigate to the My Pur pose home page

77PURPOSE

Kol EDGE

COMPETENCE s

—

TRANING

Be the BEST Version of Yourself!

ABILITY

owirt

PEOPLETOPURPOSE

N \ N W @) ’
K\Q ‘du‘ ﬁ'k\ a E } S

JO8s LEARNING Pli::xﬁﬂ MyPROFILE MEDMMUNITY
Scroll down andMyl oTcraati enbiokihged i
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